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Your Guide to Ordering 
Publications from 

myFULFILLMENT.wa.gov  

The steps in this booklet are designed to help you navigate the online 
publications ordering process.  If you have trouble using these 
directions or need additional help, please contact Desiree’ 
Rosenberg, SHIBA Publications Coordinator, at 
desireer@oic.wa.gov or 360-725-7157.  
 

mailto:desireer@oic.wa.gov


Step 1: 
 

Click the link for the Washington State Department of Enterprise Services: 
https://prtonline.myprintdesk.net/DSF/Companies/myFULFILLMENT/storefront.aspx?SI
TEGUID=1ec29a2b-ab92-4913-9730-8c9421964cdd 

 
Click the link “Click here to register!” 

 

 
 
 

 
 
 
 
 

  

https://prtonline.myprintdesk.net/DSF/Companies/myFULFILLMENT/storefront.aspx?SITEGUID=1ec29a2b-ab92-4913-9730-8c9421964cdd
https://prtonline.myprintdesk.net/DSF/Companies/myFULFILLMENT/storefront.aspx?SITEGUID=1ec29a2b-ab92-4913-9730-8c9421964cdd


Step 2: 
 

Enter the information requested and click Continue. 
 **The Organization Code is 1600. 
 

 
 

 
Step 3:   
 

When you are logged in, click on “Fulfillment: by Agency.” 
 

 
 

 
 
 



 

Step 4:   
 

Then click on “SHIBA Helpline (OIC).” 
 

 

 
 



Step 5:   
 

Now, you can do a search for the publication or find it by category. 
 

 
  

Leave drop 
down at “All” 
when doing 
a search 



Step 6: 
 

Click on the publication you’d like to order. 
o Click on the publication name or the Place Order button; do NOT use 

the Add to Cart button (if there is one). 
 

 
 

Step 7: 
 
Then enter the Quantity and click Add to Cart. 

o Please make sure the Item No. (publication number) is correct before 
ordering – some publications can be ordered alone or as kits (Example: 
“My Medicare Options Workbook” can be ordered alone (SHP846) or as 
a kit (SHP846KIT) which includes an additional publication.)  

o For more information about publication numbers, please review the 
“SHIBA publication list with SHP numbers” on My SHIBA. 

 

 
 
 
 

http://www.insurance.wa.gov/shiba/volunteer/documents/shiba-pub-list.pdf


Step 8: 
 

You can either click “Continue Shopping” or follow the steps below to Checkout. 
 
 

 
 

 
If you are ready to Checkout: 
 

1. Fill in the Requested Ship Date and Time 
2. Check the Products/Quantity to make sure everything is correct. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. Enter Recipient information and Shipping Method. 
a. Recommended shipping method: FedEx Ground. 
b. Your address will automatically be populated as the Recipient.   

o If the publications needs to go elsewhere, delete your address 
and fill in the address of the appropriate recipient.   

o If this is an address you’ll use often, click on the box “Save to 
My Address Book.”   

 

 
 

c. If the publication needs to go to multiple recipients, click Add another 
recipient and enter the address(es) until the information is complete.  
After each address is entered, click “Save Changes.”   

d. Then you will see a Quantity box for each recipient, enter the 
quantity to ship to each recipient and click “Update Price.” 
 

 



 
4. Click Checkout. 
5. Click Next. 
6. Click Place My Order. 

 

 

FINISHED! 
 

 
 

 
View more tips on how to use the system on the next page!!  



TIPS 
 
 The system is asking for credit card information – what do I do?   

o On the screen that is asking for your CC info – there should be a drop down that lets 
you choose “No charge.”  This will allow you to complete the order without entering 
any CC info since Fulfillment orders are $0. 

 
 My full name and phone number shows up on the Order Confirmation sheet – does the 

client receive this information?   
o No, only the shipping information (client’s name/address) is on the packing slip that 

the client receives. 
 

 Use the “Order Status” link to find information such as your order number, details of the 
order and the status. 

 
 

 


